CHRIS Self Service
Creating a New Performance Plan
Introduction

The current version of the CHRIS APPAS module has been built using Oracle Self-
service technology. The user will access all performance plan functions from the Main
Plan Information screen. Unlike previous version there is no need to switch back and
forth between the Build Performance Plan function and the Appraisal functions until it is
time to complete a mid-year or annual appraisal.

Guide Contents

This guide provides instructions on how to build a performance plan from scratch in
CHRIS.
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Creating a New Performance Plan

Step 1

If you are a manager select GSA Manager Self-Service from the menu and then click on
Build Performance Plan (APPAS) in the right hand column.

All other users select GSA Build Performance Plan and click on Build Performance Plan
(APPAS) in the right hand column.
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[ Edit Navigator )

(3 554 HR Professional Self-Senvice GSA Manager Self-Service
[ GSA Manager Pedorrmance Plan =l Manager View
[mIGSA Manager Self-Service] I=l Build Performance Plan (APPAS)
[ GSA Personal Self-Service =l Appraisals (APPAS)
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Important: The Internet Explorer or Netscape Back 0& button SHOULD NOT be
used in this system to navigate between pages. Using the button will cause the system
to not function properly.

Step 2

The Plan Information screen appears and provides you the option build a performance
plan by clicking on the Build Performance Plan button on the right hand side of the
screen.

A
U.S. General Services Administration

Hurman Resourees

Home  Logout

Plan Information
To BUILD A MEW PERFORMANCE PLAN for an associate, click on Build Perfarmance Plan’

Build Perfarmance Plan )
To WORK WITH AN EXISTING PERFORMANCE PLAN, use the SEARCH function explained below to find the plan.

WORKING WITH EXISTING PLANS

“Tu search for a specific Performance Plan, first select the employes's name by using the fashlight OR by entering the employee’s kast name, first name in the space provided and clicking
on the GO button

To hartow your results ta a specific date range, enter a date range and click GO

“To view all performance plans for which you are the MAIN APPRAISER, leave all fields blank, check the box next ta "Plans where you are the Main Appraiser* and click GO
OPTIONS AWAILABLE FOR THE RECORDS SELECTED

-To make changes to an existing plan click on the UPDATE PLAN/CHANGE APPRAISER icon

T copy an existing plan, select the COPY icen and follow the instructions.

“To view detailed information about a plan, select the DETAILE icon

-To view or print the warksheet or form, click an the appropriate icon

“To write comments andéor issue critical element ratings for the mid-year progress review, click on the CREATE MID-YEAR icon and then go to APPRAISALS (APPAS)

To evaluate performance at the end of the rating period, click on the CREATE APPRAISALS icon and then go to APPRAISALS (APPAS)

-To delete the selected plan, use the DELETE icon

Search
Please enter your search criteria and select the "Go” button to see the result. Note that the search is case insensitive

Name | z

Rating Period End Date hetween
(Example: 28-Jul- 20061

(Example: 28-Jul-2008)
[~ Plans where you are the Main Appraiser

* Effective Date [26-Jul-2008

(Example: 28-Jul-2006)

((Go) (Clear
Perf.
Main Appraisal  Plan Rating Period Rating Period Update Plan Peif. Plan Create  Create
Name Appraiser  Status Type  StartDate  End Date Copy Change Appraiser Details WorkSheet  Form  Mid-Year Appraisal  Delete

Mo search conducted,

Build Performance Plan

Home | Logout
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Step 3

The Plan Information screen will appear. To build a performance plan, fill in all of the
required fields (indicated by a blue asterisk) and any other fields relevant to this plan.
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Enter the employee’s last name in the Name field and hit the tab key or click on the

£e

Flashlight icon ™

Search
Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.

Marme I

Rating Period End Date between I

(Example; 25-Jun-2006)

(Example: 25-Jun-2006)

™ Plans where you are the Main fppraiser
= Effective Date  [10-Jul-2006

(Example; 25-Jun-2006)

—_—
| Go ) | Clear )

This will take you to the Search & Select: Name screen. Click on the Quick Select icon
for the correct employee.

<2} search and Select List of ¥alues - Microsoft Internet Explorer provided by General Services Admil 0] =]
Search and Select: Name
(Cancel ) [ Select)
Search
To find your itern, select a filter itern in the pulldown list and enter a wvalue in the text field, then select the "Go” button
Search By IName =1 Iwrlght (Go)
Results
1-10 > | Mext 10 =
Select CQuick Select  Name Organization Position Grade
L % Weright, AFB-1 Property Disposal Specialist G5-12
L Tk Weright, CX Human Resources Specialist G5-13
Le == Wyright, 3FL-B Materials Handler W 5-065
Lo % Wyright, APM-FT Building Management Specialist G3-11
Lo % Wyright, 3PPDG Realty Services Manager G5-13
Lo % Wright, FEPS Property Marketing Specialist G5-13
L T Weright, SPFE Building Manager G5-14
L == Wyright, FFF-04 Transportation Opns Offcr(botor) G35-13
Lo === Wyright, 3IPA Management Assistant (0A) S3-06
L& % Wyright, 10FZ1 Realty Assistant G=-08
1-10 = | Mext 10 &=
(Cancel ) (Select)
&l I O B = = T T
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When you select the correct employee, the Plan Information screen will populate the
with associate data form the CHRIS database.

Create New Performance Plen
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Step 4

The Main Appraiser field will auto-populate but is an editable field. The Main Appraiser
field can be changed to any authorized supervisor in GSA.

= Main Appraiser | qf?

d

To change the Main Appraiser, enter the appraiser’s last name in the Name field and hit

>4

the tab key or click on the Flashlighticon = . This will take you to the Search and
Select: Main Appraiser screen. ldentify the correct appraiser and click on the Quick
Select icon. This will populate the Main Appraiser field on the Create New Performance
Plan screen.

Search and Select: Main Appraiser
Cancel Selact

Search
To find your item, selact a fiter item in the pulldown list and enter a value in the text fisld, then selact the "Go” button
Search By IFL'" Mame j | Ca |
Results
Quick

Select  Select  Full Name Organization Job Paosition Grade

& § 1 CiD 2210 Information Technology Supemisory [T GS15

Managerment Specialist
K Cancel Select
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Step 5

Next, you will need to select the correct performance plan in the Performance Plan Form
field.

Click on the grey arrow box on the right hand side of the Performance Plan Form field,
which will display a drop down list of values. Select the appropriate form by double
clicking on it.

* Perfarmance Plan Form |Nnn-supewisnry Associates j

= Hating Feriod Start Date : :
Mon-superdsory Associates

= Rating Period End Date  |Mon-5E= Management and Supervisory Associates
OlG Mon-SES Management and Supervisory Employees
‘erformance Flan Issue Date | AFGE Bargaining Unit Employees

Mid ¥ear Beview Mate _NFFE Bargaining Unit Employees

Step 6

The Rating Period Start and End Date fields will default to the current fiscal year. Verify
that these are the correct dates for these fields.

The Performance Plan Type field will default to Annual but can be changed to Detail by
clicking on the grey arrow box in the right hand side of the field.

The Assignment Type field will default to Primary but can be changed to Interim by
clicking on the grey arrow box in the right hand side of the field.

The other date fields - Performance Plan Issue Date, Mid-year Review Date, Appraisal
Date and PD Review Date can be entered with the appropriate values after the
supervisor has met with the employee.
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Step 7

Also, in the Create New Performance Plan screen, the option to identify an employee as
unratable is available. If at some point during the rating period an employee becomes
unratable, click in the Unratable box and enter a free form text description in the
unratable reason field. This can be removed at any time.

Unratahle Information
™ Unratable

%nratahle Reaszon |

Step 8
Once you have all necessary information entered click on the Save button 23 )
Step 9

Next you will start building the plan by clicking on the Critical Element
_Critical Element |

button

[ g
|94
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This will take you to the Critical Element Information page. You can begin adding Critical
Elements by clicking the Add Critical Element button 242 Critical Element /.

Critical Ebemaent informaticn
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The critical element Group name will default according to the type of Performance Plan
form selected. Assign a number to the Critical Element in the CE# field, enter the
Critical Element Name in the CE Name field and assign the appropriate weighting
percentage in the % field.

Step 10

The large text box just below these fields is for the Critical Element description. This
field comes auto-populated for the Non-SES Management and Supervisory Associates
form and optional for all others. This is an editable field and text can be entered through
the user’s keyboard or by cutting and pasting from external programs such as Microsoft
Word.

= Hos mpenamory fesscd ke
o Clate 0 Ot 2005 Perdgrmance Flan Type  Anseal

Step 11

You can add specific measure details for each critical element by clicking on the
Measure Details

Measure Details icon E of the critical element you are currently working on.
The screen will now display the Measure Information section for the Critical Element you
are building. Enter the General Measure, Specific Measure, Derived From and Feedback
Source in the appropriate fields. If you have multiple sets of measure information for a
single critical element you can use the Measure% field to enter the weighting percentage
for each set.
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Important: None of the fields in this section are required but if you use the Measure%
field the total for all measure information for any one critical element must equal 100%.
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Step 12

Just below the measure information section is the Level Information section for the
Critical Element you are building. Each of the five rating levels comes auto-populated
with the default APPAS descriptions. These are editable fields and text can be edited
through the user’s keyboard or by cutting and pasting from external programs such as
Microsoft Word.

Leved Infior ration
Level Description

(Does not meet performance expectations as defined in Level 3 ;l
1

[Partially meets perfformance expeactations as defined in Level 3 _;l
: H

Meets performance expeciations. Objecives, actialies, and specific tasks associated with each critical element are carried =]

lout with expected levels of quantity, guality, timeliness and cost-efectwaness in accordance with performance plan.
Responsibilties are carried out in accordance with all official guidance, policies, and applicable laws, rules and regulations

w

H
hleets and often exceeds pedormance expectations as defined in Level 3 ;I
) =
Maetz and consistently excesds performance expectations as defined in Lewal 3 ;I

5
H
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Step 13

In the case that you have multiple sets of measure details for the critical element you are
building you can additional sets of measure details by clicking on the

Add New Measure button | A9d Mew Measure ) gy clicking on the select button next to the
measure, you can edit the level descriptions.

Measure Information

Select =Measure # General Measure Specific Measure Derived From Feedback Source Measure % Delete
= I 1 IWorkIDad Mangernent IQuaIlty IPD ISupemsor I ﬁ[ﬁ]
O I 2 IWorkIDad Mangernent IQuantlty IPD ISystem Reports I m
(o) I 3 IWUrkIuad Mangement IT\meImess IPD ISystem Reports I m

Add New Measure |
You are currently working on measure 1
Level Information
Level Description

Does not meet performance expectations as defined in Level 3 =l
1
Partially meets performance expectations as defined in Level 3 =l
’ -
Meets performance expectations. Objectives, activities, and specific tasks associated with each critical elernent are carried =
out with expected levels of quantity, quality, timeliness and cost-effectiveness in accordance with performance plan.
3 |Responsibilities are carried out in accordance with all official guidance, policies, and applicable laws, rules and regulations.
Meets and often exceeds perforrmance expectations as defined in Lewvel 3 ;I
) H
Meets and consistently exceeds performance expectations as defined in Level 3 =l
’ o

Important: Please note that if you enter a value in then Measure % field, it will not be
calculated to determine the summary rating. This is only for the appraiser’s use in
determining the rating and for display purposes on the Worksheet. Only the Critical
Element % will be calculated for the Summary Rating.

“e Information

:=Measure # General Measure Specific Measure Derived From Feedbhack Source Measure % Delete
| 1 |W0rk|0ad Mangement IQuaIity |F’D ISupeNiSor I 40 m

| 2 |Wurkluad Mangement IQuamity |F’D ISystem Reports I 40 il

| 3 IWorkload Mangement |Time|iness IF'D |System Reports | 20 i
Step 14

When you have finished entering all of the data to build your Critical Element, click on

the Save button L) to return to the plan Information screen.
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Step 15

At any point while you are building your performance plan you can view an outline format
of the plan by clicking the Preview button @ from the Plan Information page.
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Below is

an example of the Preview Page. This will display all the information that has

been entered. You can use the scroll bar on the right to continue through long plans.

. Barck .
You must click on the Back button, @ to return to the Plan Information screen.
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Once you have completed building the plan, click the Save button @ then click the
nk Eeturn to Plan Information |

Return to Plan Information butto
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